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1.0 Description of Kitchen

THE ROOM IN THE FACILITY EQUIPPPED FOR COOKING. IT IS EQUIPPED WITH 3 STOVES / OVENS, 4 SINKS, 2 COOLERS, AND A FOOD PANTRY. THE KITCHEN AT A MINIMUM, REQUIRES AT LEAST 1 OFFICER ON DUTY WHEN OPEN.
2.0 Shift and Hours of Duty

A. SHIFTS AND HOURS OF DUTY
6:00 am to 6:00 pm SUNDAY – TUESDAY, Wednesday 6:00 am to 03:30 pm 
6:00 am to 6:00 pm THURSDAY – SATURDAY 
3.0 Equipment
A.  Required

1. Radio (Assigned)

2. Handcuffs and case

3. Universal Handcuff Key

4. Black Ink pen

5. Gloves (2 boxes stocked)

6. 1 Multi-Line Phone

7. Set of Facility Keys

8. Kitchen Logbook

9. 1 stocked & sealed 1st aid kit

10. 1 Fire Extinguisher

11. 1 Desktop computer with one monitor

12. Required forms
13. Radio Case or Holster
B. Optional

1. Glove Pouch

2. Small Flashlight and Case 

C. Prohibited

1. Tobacco or Tobacco Products

2. Edged Weapons

3. Lighters

4. Cell Phones

5. Personal Keys

6. Firearms

4.0 General Instructions 

1. Apply the principles of in-direct supervision to manage facility operations.


2. Always conduct yourself in a manner that is beyond reproach exhibiting the highest level of professionalism, integrity and honor in the performance of your duties

3. Conduct visual safety and security checks. This is to be documented.
4. Ensure compliance with all policy and procedures, rules and regulations as well as TCI Minimum Standards at all times.

5. Create and foster an environment that supports positive inmate behavior and provides specific disciplinary action for inmate misconduct. 

6. Record relevant activities and incidents occurring in the daily logbook or other appropriate logs. 

7. The Kitchen is to be covered at all time. The Kitchen Officer is not to leave for any reason unless relieved by another officer.
5.0 Scheduled Duties

Note: Officers should follow these timelines as close as possible under normal working conditions. Control needs to ensure the officers conduct and logs watch tours of Dorms. There also needs to be four perimeter checks conducted each shift and logged. 

0600 - 
    

· Kitchen Officer reports for duty

· Central Control calls Formal Count

· The Kitchen will already be open and d Shift officer will have Kitchen Worker Inmates will be present. 

· Conduct Formal Count and document “Out of Count Sheet”.

· The Kitchen Officer will insure the following are completed

· Inmate Workers are inspected for proper hygiene and grooming

· Turn on ovens

· Turn on Vent Hood

· Check and Un – Secure the Pantry

· Visually check the to insure all utensils are present and document results.

· Call all Booking for Morning Meal Count (insure to include Special Diet meals).

· Meal Preparation begins. Insure proper supervision of Inmate Workers while preparing meals.

· Serve early Morning Meals (if needed)

· If is the first day of the work week, conduct a Weekly Inspection of the Kitchen and document on the proper form

· 0700 -


· Control calls Formal Count. Kitchen Officer will conduct a Watch Tour, Count, and document an “Out of Count Sheet”.

· Supervise Inmates begin filling food trays on serving line.

· Begin serving Morning meal to all dorms. (Meal Carts go out).

· Kitchen Officer shall count all food trays and “tie downs” and document results

· Meal Carts return from the units

· Count and insure all trays are accounted for and document results.

· Begin after meal cleaning

· Document the meal count on the proper forms

· 0900 - 


· Conduct a Watch Tour / Visual Count

· Inspect the pantry and inventory of food and supplies to insure proper stock is maintained and rotated

· Insure all invoices are correct and turned over for payment

· 1000 - 


· Conduct a Watch Tour / Visual Count

· Inmate lunch preparation begins

· Call Booking for early lunch count and delivery time required. (Insure to include Special Diet Meals). 

· 1100 - 

· Conduct Watch Tour / Visual Count

· 1200 - 

· Conduct Watch Tour / Visual Count

· Call all Booking and obtain meal count (less those inmates

that are out to court).

· Lunch trays go out to all dorms.

· 1300 - 


· Conduct Watch Tour / Visual Count

· Lunch clean – up begins 

· 1400 - 


· Control calls Formal Count. Conduct Formal Count and fill out “Out of Count Sheet” 

· Evening Meal preparation begins

· Control clears Formal Count.

· 1500 - 


· Control calls Formal Count, Conduct Formal Count and fill out “Out of Count” Sheet

· Control clears Formal Count

· 1600 - 


· Watch Tour / Visual Count

· Call all Dorms for Evening Meal count. Insure inmates that are still out to court are on Booking’s meal count.

· 1700 - 


· Watch Tour / Visual Count

· Begin filling Evening Meal trays on Serving Line.

· Meal Service begins to all dorms. (Meal Carts go out).

· Secure Pantry and place diabetic and PG snacks (cereals) on top of Serving Line.

· Count knives and secure knife cabinet.

· Give Inmate Workers a final break.

· Observe utencils and organize office for next day.

· Relieved of duty and exit facility.
6.0 UNSCHEDULED DUTIES
1. Conduct Kitchen rounds and checks.

2. Conduct pat, strip, and searches if requested and relieved.

3. Monitor Kitchen activity and inmate behavior.

4. Maintain safety and security of inmates and Kitchen.

5. Enforce all rules and correct inappropriate behavior.

6. Respond to and report all emergencies in the Kitchen and or the facility.

7.0 DAILY LIVING ACTIVITIES
1. Log inmate movement in or out of the Kitchen.

2. Log all activity within the Kitchen including but not limited to:

A. meals

B. medication distribution

C. Watch Tours / Hourly counts

D. Inmate Movements

E. Laundry Distribution

F. Visitors

G. Cleaning

H. Officer Movement

I. Resistance

J. Inspections

3. Issue cleaning supplies and supervise inmate cleaning and trash removal as necessary

4. Review and respond to inmate requests forms and / or questions.

5. Request supplies and forms as needed

6. Distribute and collect inmate mail and forms

7. Conduct Kitchen Inspections for cleanliness, contraband, and safety and security 

8. Prepare inmates for movement

9. Distribute hygiene supplies, commissary, and laundry as needed

10. Patrol Kitchen to ensure safety and security issues are not being compromised

11. Search and clear recreation yards before opening for inmate use

12. Identify, seize, and preserve contraband

13. Use force when justified, and summon assistance as necessary

8.0INMATE WELL BEING
1. Recognize and report unusual inmate behavior (mental health crisis, suicidal, predatory, medical emergencies) and take appropriate action.

2. Investigate disturbances or suspicious activities

3. Assess comfort of environment

4. Identify inmate medical needs, respond to requests for medical attention, provide emergency medical attention when necessary

5. Provide information to inmates and refer inmates to service providers

9.0 INMATE RELATIONS
1. Receive and orient new inmates

2. Prevent any unauthorized inmate communication or movement

3. Instruct inmates in behavior expectations, program policies, and assist inmates with forms, court procedures, etc.

4. Provide direction for inmates, promote professional staff / inmate relations, instill responsible behavior

5. Observe inmates, talk to inmates, listen to inmates, counsel inmates when necessary

6. Identify special needs inmates and take appropriate action

10.0 ACCOUNTABILITY

1. Account for all inmates assigned to area and update count as needed

2. Write reports as needed, log all activities in log book

3. Conduct counts as scheduled or announced

4. Conduct emergency counts, conduct informal counts at least once an hour, report counts, verify and report meal counts

5. Ensure all inmates are wearing a proper armband.
6. Identify each inmate by name, visual recognition and armband

7. The Kitchen Officer should be familiar with evacuation routes from the Kitchen area and know locations of the Emergency Pull Switches for the Fire Suppression System.

